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NASA Glenn Research Center – Pathways Applicant Guide 

The following instructions are intended to assist first time users to USAJobs, or to the NASA Pathways 

Application Process, or to assist in users looking to revise their applications prior to (re)submittal.  Please 

note that there are certain fields that are note marked * required by USAJobs, but Glenn Research 

Center needs important information to be provided, so we ask that applicants complete the fields like 

Credit Hours Completed (not “some coursework completed), Major, GPA, anticipated Graduation Date, 

and School.  We recommend allocating at least 30 minutes to complete this process, you may need 

more or less depending on your experience and information to be entered into the Resume Builder. 

Thank you for you for your patience and interest in our programs! 

 

STEP 1. If you DO NOT currently have an account and resume built into USAJobs, begin by going to 

www.usajobs.gov. You will then need to click “CREATE AN ACCOUNT” in the upper right hand corner. 

 

 

 

 

http://www.usajobs.gov/
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STEP 2. You will need to complete the required fields marked with a * (red asterisk).  You will then enter 

the email address you will be using for your USAJobs account.  If you do not have an email address, you 

can create one for free at a variety of websites including but not limited to Google, Yahoo, and MSN. 

Then click “I agree. Create my account.” 
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STEP 3. After creating your account, you will need to sign in and then click on “My Account” on the tab 

at the left corner and then “Profile” to complete basic profile information.  Your profile includes 

Personal Information, Hiring Eligibility, Preferences, Demographic, and Account Information.  Click 

“Save” and “Finish” when you are satisfied with all of your entries.  Then you can begin your Resume 

Builder work by clicking “My Account” and then “Resumes”. You need to select “Build a Resume” and 

use the resume builder tool.  You can also choose to upload your documents later, but the NASA system 

does accept uploaded documents from USAJobs, thus to apply for NASA positions, you must use the 

Resume Builder. 

 

 

 

 

  



4 
 

STEP 4.  This is where you will build out your resume.  The required fields must be completed before 

your resume will be saved.  If you have not had any work experience yet, you can put down volunteer 

work or other extracurricular activities that can be counted in order to move forward with the resume.  

Then remember to include all of the important educational information even though it is not required 

by the resume builder tool. 
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STEP 5.  Once you have saved and completed your resume using the Resume Builder, you can begin 

applying for positions in USAJobs.  We suggest typing into the “search jobs” box at the upper right 

corner to find the positions you are looking for and then click “Apply Online” when you are in the 

announcement for the position. 
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STEP 6.  Once you have found a position for which you’d like to apply, click the “Apply Online” button in 

the announcement and select the resume you will use to apply for the position. Then you will be re-

directed once your resume is submitted, to the NASA Jobs survey through NASA STaRS.  You must 

complete this survey in order to have your application submitted for consideration for the job. 

 

 

CONGRATULATIONS! Your application has been submitted for a NASA Pathways position.  You can 

confirm successful submission when you receive an email.  You will be notified through email once the 

selection process is completed for a position.  You can contact us at anytime via our website: 

www.grc.nasa.gov/WWW/OHR/pathways 

 

http://www.grc.nasa.gov/WWW/OHR/pathways

